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ilMOSAliMi FOR. Executive Director- Cornet roller 
SUBJECT : Records Program 


1. Paragraph 8 of this uese random offers recosmaeudations for 
your approval, 

2. Our efforts during the past year to purge the records we 
have la storage resulted in a net reduction of 4,196 cubic feet, l/c 
have again examined the overall problem in an attempt to discover the 
reasons purging does rot a earn to offer a solution to our records stor- 
age problem. «® find that we have four major categories of material 
stored at the Records Center, but only one of fchssa, the inactive records 
category , qualifies technically for Records Center storage. We need to 
re-- evaluate each of tuese categories and define them in terras that arc 
acceptable generally, to assign responsibilities and devise storage 

ays tarns for each of them, and to develop new policies and procedures 
to govern the records program of the Agency and provide for the manage- 
ment of the personnel primarily concerned with it. 

3. At the end of August 1969 the Agency’s records holdings 
totalled 98,915 cubic feet : 


A. 

Supplemental Distribution 

17,686 




b. 

Vital Documents 


9,093 

c. 

Inactive Records 


64,281 

d. 

Archives (including materials 

7,853 

Identified 

for Presidential Libraries) 



4. Supplemental Distribution (17,686 cubic feet) 

a. The Supplemental Distribution category is composed 
of extra copies of finished intelligence publications which 
have been distributed throughout the Intelligence Coiaraunity. 
Bose individually determined quantity of each of these publica- 
tions is held in reserve to satisfy requests from customers for 
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extra copies or additional distribution. The Central Reference 
Service in the Intelligence Directorate gives the Records Center 
instructions for storage and must authorize the release of docu- 
ments to offices outside the Agency. There is a high turn-over 
as individual publications are re-issued, up-dated* or revised. 
Activity averages 250 services a day. 

b. Responsibility for storing aud distributing these 
publications ae a service to the Intelligence. Directorate was 
accepted by the Records Center several years ago when the vol- 
umes ware much smaller aud space was not a problem. The Records 
Center has continued to furnish the storage and distribution 
service over the years because it represents a convenience to 
the Agency and records center storage space has been the cheapest 
kind of available apace suitable to the activity. 

c. Nevertheless, the problem is not a records problem. 

It is a problem of distribution and space. It should not be a 
part of the Records Program and neither the Records Management 
Board aor the Records Administration Branch should be held 
accountable for Its solution. Responsibility for resolution, of 
the distribution problem and the custody and control of the mate- 
rials should be assumed by the Intelligence Directorate. These 
holdings should bo carefully reviewed to determine whether this 
volume is really necessary. Other Agency facilities are presently 
being examined to determine whether documents held for supplemental 
distribution can be stored elsewhere and removed entirely from the 
records management program. 

5. Vital Documents (9*095 cubic feet) 

a. Vital Documents are documents selected by the various 
components of the Agency as being essential to the reconstitu- 
tion and continued operation of the Agency in the event a catas- 
trophe. strikes the headquarters building. They exist as a 
separate collection as a part of the emergency planning program 
and must be where they will be accessible in tine of emergency. 

The ia the emergency relocation, site 

for cue Agency ana this la the reason tha Vital Documents sire 
located there. They are stored in the Records Center only 
because, incidentally* the Records Center is at tbs relocation 
site. They were moved into the Records Center from Building 

I n 1961 to make the space available for other purposes and 
to save manpower. 

b. As long as the Emergency Planning Program of the 
Agency remains unchanged* these documents should continue to be 



I 
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tioc CQa£ ^* !**«• are aaong them, hoover, 
ut 2„oGu cable feat of vital documents stored by hPIC . In 

2** 3 !*? 1 ° f v aU requiring relocation, most of ifIC is 

expected to be co -located with the Department of Defense. The 

Set J £f U T t * f lOUid be raaoved froa the Agency relocation 

II tra *wf Sf? S f Srre4 t0 the Maj)artoeQt °f »•*«««« relocation 
lfc waer{ ' ;Plc is expected to operate in tiara of asargaecy. 

. . C * reaaiudsr of the vital documents should be crit- 

th^Lv!!!i to the current true significance of 

the overall <S2#rgaQcy plan, 

6, Archives £7,633 cubic feet) 

__ . & * ArchiVGS arc historical documents which must be kept 

, f hey are from inactive records. Thsy 

UftfcUtOTlcaUy a ? d scholastically significant while inactive 
Th« ° peratl0uaU ^ and administratively significant. 

?«^auent historical documentation of the Agency 
C ® C3 f d ® "<* *«®J?orary extensions of headquarters 
Ar^itr * ,f® , f ia ! d by Cii ® Civil Service Commission far the 

^-current ™, 1Ce ? Sta 1 tes * archive# are ”<1) those bodies of 
M Permanently valuable records that form useful evi™ 
cS!L! f **“ organisation, functions, policies, decisions, pro- 
cedures, operations or other activities of federal Agencies or 

?ed6rai ,°!“ iciali3 * or (2) tho8£ records that must, 
ILhS ' **««"•* *»* «*eir informational content..... 

d0Cua ® Rt official actions and serve as sources 
SLrfft ^ reference in the proaacutioa of the affairs of 

TZ7^ii h UV S reC ° rd of ?ast action, the iaforaa- 

ItZ?* 4 lr ' f rcuiva * is **»«atial to historians, political 

te Sy of ^ ’ SCkCi ° b0fil5t8 ' or ***** scholars engaged 

133 study of various aspects of our society." 

. b * la Edition to Che 7,833 cubic feet of material 
already segregated as archival and Presidential Library material 

lltlLT *7* 3 *°?? Cabic f * et of 0SS ^ Predecessor organ! 
lTltVll 0 l? S 5? C f fr0a **• *«**«• of the United Status 
Another 15 DQO di ff °% tha Sector of Central Intelligence. 
maneSt rit^f f aet , of CIA ® aeer ial designated for per- 

r^Tjl rSZ iT f 3 s£oraa wit * c ^e inactive records collection. 

TeJofZ^^r ^ ° f °** 9 ’ 000 f ** £ of OSS and 15,000 
ITIJL. T , gSnCf ffia£ * rial require screening and appraisal 
tl* lt ts * u8 f documents which are truly archival. nu»< i ' 

cILfd reS *'* d the £atal Coiiectit,lJ of 24,000 cubic Imt must be 
aifr? 33 pSrt ° f Ch * ‘ irchlv ^* Instead of 7,653 cubic f««t 
archives, therefore, in reality we have 31,653 cubic feet of 
archival material. c A ®* c 4,1 
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e. Screening and appraisal should be conducted by, or 
under the supervision of, qualified professional archivists. 

It should not be left to records officers or records center 
personnel. The basic precises of permanent archival retention 
are is direct conflict with the basic premises of records dis- 
position. The objective of oaa is to retain and the objective 
of the other is to dispose. 


d. Professional archival work involves the following 
broad, but not mutually exclusive, function® s 

(1) appraisal and disposition, 

(2) arrangement aod description, 

(3) preservation and rehabilitation, 

(4) documentary publication, historical 
editing and exhibit of archival materials, and 

{5) refersn.ee service. 

k sampling of these functions are described below to 
further clarify the professional distinctions between 
archivists and re coeds management Officers : 

(1) Records appraisal and disposition Involves 
the analysis and evaluation of inactive records to deter 
taine their continuing values and to provide advice or 
make decisions about their destruction or permanent 
retention. Archivists employ & comprehensive knowledge 
and under at aading of the history, organization and opera- 
tions of the Agency , the legislative authorities and 
r es pons ibi 1 i t ie b of the Agency as thesa relate to the 
development and retention of records, the organizational, 
functional and records relationships of the Agency to 
other agencies and activities in the intelligence com- 
munity and Federal Government at large, and the needs of 
the scholarly cossau,.ity. 

(1) Archivists engaged in records arrangement 
study the origins, the organizational and functional 
history and administrative procedures of the producing 
units. They analyze the records to decide the arrange 
meat that will best reveal their character and sign if- 
icaucc ; protect their integrity as historical evidence 
of organisation and function, and facilitate their loca- 
tion, description and use. 
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(3) Preservation involves safeguarding the 
archival material from deterioration or iapairaeat of 
their value through alteration. It considers the con- 
dition of the records; the nature of their evidential 
or informational values, the extent of their use; and 
the coat of repair or rehabilitation. 

<4> Archivists involved in publication work 
carefully study the documents to be published to resolve 
questions of origin and authenticity. They employ & 
thorough knowledge of the suaatance of the docuraaets and 
persons, circumstances, or events to which the documents 
relate. 


a. hot only do archives require professional competence 
which differs from that of record® officers, but they are ad- 
ministered differently, require a higher quality of storage space 
t© ensure their permanent preservation, and require a different 
kind and frequency of servicing than other categories of record®. 
Professionally and administratively , archives are different from 
th# basic principles of records management and they should not 
ba a part of the records management program. Archives are his- 
torical documents used primarily by researchers and historians. 
TSjay arc ttsa sources from which historical narrative® are 
written. As such they are much mor« closely related to the 
functions of the historical Staff than to the records manages sent 
functions ' & position for at least one senior archivist should 

b# created on the Historical Staff and responsibility for the 
archives program of the Agency should be assigned to that Staff, 
fae archives function, however, should not be considered as 
subordinate to the historical function* Some historians are 
inclined so feel that the document can he destroyed after the 
history aaa been written,. This, of course, is a aiiscoaception. 
‘differ eat historians interpret history differently and a single 
document can serve more than one historical or scholarly purpose 
including political, sociological, and ©couoaic considerations , 
for example. For these reasons it t& suggested that there 
should he a separate archival function as a part of the overall 
responsibility of the historical Staff, 


f. Archives require a higher quality of storage space 
than other record materials do, more* like a library than a 
warehouse, with air conditioning, heat and humidity controls, 
the low level of activity and requests for service, make the 
archives a logical choice for location away from thJ”^ 

Record® Center. Long term building plans should iocj.ua* pro - 
viaiofi for arc hival storage. Meanwhile wo are evaluating space 

| P determine the feasibility of moving the archival 

collection there. 
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7. Inactive Records (64,281 cubic feet) 

a. Inactive records are those records upon which all 
current action is completed and which are required so Infre- 
quently ir. the conduct of current business* chat they raay be 
r moved from offices and stored elsewhere without impairing daily 
operations. They ar® records which must ho retained for a defi- 
nite period of time la order to comply with established legal or 
operations! requirements. Certain financial documents, for 
example, must be retained, for 56 years , others must be retained 
for twelve years, and official personnel files must be retained 
for 75 years. Inactive records of these typ m with fixed 
re teat ion periods are considered to fee temporary. Some, inactive 
records must be retained permanently according to lav. Persia- 
seat inactive records eventually become archives with the inten- 
tion chat they will fee retained forever. 

fa. Among the four categories of records discussed, only 
the inactive records qualify technically for records center 
storage* only inactive records meet the criteria established by 
law and the Arehivist of the United States for ouch storage. 

It is this volume, then, to which the records management program 
of the Agency should fee primarily directed. 

e. As indicated in the foregoing discussion of the 
archives, there are about 5,000 cubic feet of OSS and predecessor 
organisation records, and about 15,000 cubic feet of CIA records 
among the inactive records holdings which have been scheduled for 
permanent retention, and should fee considered as part of the 
archives collection. If this 24,000 cubic foot volume is de- 
ducted from the total current volume of 64,281 cubic feet and 
transferred to the archives , there will remain only 40,281 
cubic feet of inactive records. These are the only records 
stored which should be a part of the records program of the 
Agency . Control over the growth of this volume should be a 
primary responsibility of the records management program of the 
Agency . 


d. We arc in the proc 
the conduct of a study at the! 



tinting a contract for 
records center to deter- 


aise the feasibility of installing electrically driven movable 


shelving to permit a sign if leant compaction of the materials 
stored. If feasible, it is estimated that such an installation 
will Increase the present storage capacity by about forty per- 
cent, 17* are also planning to create a group of technically 
qualified personnel to study the systems practicability of 
adopting aicrofom techniques to provide storage and retrieval 
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ayateias suitable for the various record keeping operations in 
the Agency. 

«» Microforms and novable shelving, however, will pro- 
vide only temporary relief for a few years and will not solve 
the basic problem of increasing records volumes and the require - 
sent to store them. Hot only do m hard copy grow at the rate of 
three cubic feet per employee per year, but there are rapidly 
growing requirements for the storage of film, magnetic tapes and 
other forms of electronic recording media which may well exceed 
whatever capacity we may gain by improving the utilization of 
present space. 

£« Under the present policy, we operate a central storage 
facility but exorcise no control over what or how such comes into 
it, how long it oust be kept, or when and if it aay b« destroyed, 
if we are to gain control over the growth of records in storage 
we eanuot continue this practice. Even saorc basic than control 
over the storage, however, is the need for systematic management 
of records beginning with their creation. Total records manage- 
ment progra ms Include erection, maintenance, and disposition. 

Our emphasis has always bean on disposition, with periodic con - 
castrations of effort on purging . Wa aaed to systematically 
altar that concentration and direct our attention to correspon- 
dence management , foras management , reports management 
especially computer reports - , copying machines, and all other 
methods of record® creation. There are more than 220,000 cubic 
feat of current records in headquarters office apace. We need 
to concentrate on file creation and maintenance systems to 
ensure that we maintain only those documents and files that are 
necessary to the day to day conduct of our business . We need 
to provide a system to ensure that only these records which must 
be retained for a specified period, temporary or permanent , are 
transferred to the Seeordn Center. 

g. These purposes can only be accomplished through the 
creation of a single records program under unified management. 
Several steps will be necessary to put such a program, into being. 

(1) The creation of a Senior Records Management 
Board under the DD/S with specific authority to direct 
a centralized program; 

(2) selection, from among the more than 400 
positions io the Agency identified with record® responsi- 
bilities In one form or another , of those positions which 
should be devoted fully to records management ; 
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(3) the creation of a career service or sobs© 
equivalent personnel management system to provide for 
the training and long terra caraar development of indi- 
viduals primarily concerned with records aanagssaent 
res pons Ibilities; 

(4) the systematic designation of offices of 
record which will be responsible for maintaining 
records of & particular category in order to avoid 
multiple filing and retention of the same documents, 

<i) the review of regularly produced reports 
from all sources to validate their continuing need and 
value for record retention purposes. 


A 


A 


(6) the development of & central! aed system for 
the management planning and control of microform appli- 
cations which promise to mushroom much like computers 
have done during the past fifteen years; and 

(7) the publication of policies and procedure® 
to provide the fr&mework for such an overall records 
management program. 

d. Recommendations 


It is recommended that** 


a. Responsibility for the storage and servicing of 
Supplemental Distribution documents be assumed by the Deputy 
Director for Intelligence who has the basic responsibility for 
the func tion, and th at apace foe sought for their location away 


from the 


Records Center; 


b. the practicality of the Emergency Planning Program 
of the Agency be reevaluated; that meanwhile vital documents 
continue to be stored at the Records Center but that the BB/I 
assume responsibility for relocating vital documents stored by 
UFIC to ita relocation alto; 


c, a position be created on the Historical Staff for a 
senior archivist; the responsibility for the archives program 
be assigned to the Historical Staf f ; that space for their 
storage be sought a t | I other suitable location away 

from the| Records Center, and that permanent archives 

space be included In long term building plans; and 
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d. the concept of a central laed records sanagew-enfc 
program be approved and the SD/S authorised to proceed with 
the development of a program as outlined in paragraph 7f 
above. 


R. L. Saanermaa 
Deputy Director 
for Support 


DDS/SSS/EHW; jms (12 September 1969) 
Distribution: 

Orig & 1 - Adse 

1 - DD/S Subject 
1 - DD/S Chrono 
1 ~ SSS Subject 
1 - SSS/RAB 
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